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How to Use the Communications Tool in CalJOBS 

This section provides a step by step guide on how to use the Communications Tool in 

CalJOBS. CalJOBS offers several tools that allow staff to communicate with other staff 

members, employers, and participants.  

 

To locate the Communications tools, navigate to the “Communications” tab on the left 

navigation panel. 

 

 

 

 

 

 

Messages Tool: 

 

The “Messages” tool allows staff to send and receive email messages using CalJOBS.  

 

1. To use the “Messages” tool, navigate towards the “Communications” tab in the 

left navigation panel, and click on “Messages”. 
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2. Like any email client such as Microsoft Outlook, the “Messages” area will allow 

users to manage emails. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Filter emails by entering 

a date range. 

Navigate to these folders 

to see emails that were 

sent to them.  

Select one or more 

messages using the 

checkboxes and perform 

an action using the links 

at the bottom. 

To create and view communication 

templates, click on the “View 

Communications Templates” link. 

Click on the “Create New 

Message” button to create a new 

email.  
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3. To view a communication template, click on the “View Communications 

Templates” link. The system will show a list of available templates that you can 

edit, preview, copy (to modify later), or delete.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may filter 

templates 

according to your 

selected options. 

Use these links to edit, preview, 

or copy templates. 

Use the check boxes to 

select the templates you 

want to delete. Then, click 

on the Delete link at the 

bottom of the list. 

Click on the “Create New 

Template” to create a new 

message template from 

scratch. 
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4. To create a new template, click on the “Create New Template” button and 

complete all the required fields marked with a red asterisk (*). After the template 

is complete, click on the “Save” button. 
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5. To create a new message, click on the “Create New Message” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Los Angeles Community and Senior Services 2016 

6. Next, proceed to fill all the necessary fields for your new message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Once the message is completed, click on the “Send” button. Alternately, you may 

save the message as a draft by clicking on the “Save as Draft” link located under 

the “Send” button. 
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Correspondence Tool 

 

The “Correspondence” tool allows you to create letters or mailing labels from CalJOBS. 

 

1. To access the “Correspondence” tool, navigate to the to “Communications” tab in 

the left navigation panel, and click on the “Correspondence” option. 

 

 

 

 

 

 

2. If available, CalJOBS will then show a list of previously created letters/labels. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the link of the format in 

which you would like to 

download the letter in. 

Click on the “Copy” or “Edit” 

link to copy or make 

changes to an existing 

letter. 

Check the boxes of those 

letters that you would like to 

delete. 

Click on the “Create 

New Letter / Print 

Mailing Labels” 

button to create a 

letter or mailing 

label. 



 Los Angeles Community and Senior Services 2016 

3. To create a letter or mailing label, click on the “Create New Letter / Print Mailing 

Labels” button. On the next screen, select the type of correspondence that is 

being created and the type of recipient. Note that the screen will change 

depending on the type of correspondence selected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Screenshot of a letter form. 
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4. Complete all the required fields that have a red asterisk (*).  

 

5. Click on the “Save” button if you’ve created a letter template or the “Print Mailing 

Labels” link if you created a Mailing Label. 

 

  

Screenshot of a mailing label form. 
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Alerts Tool: 

 

The “Alerts” tool allows staff to subscribe to different types of system generated 

messages that will let them now when a specific event is about to occur, such as a male 

participant about to turn 18, or when a soft exit is about to happen. 

For detailed instruction on how to set up alerts in CalJOBS, please refer to “Help Sheet 

17: How to Create Alerts in CalJOBS”. 

 

Virtual Recruiter: 

 

The “Virtual Recruiter” tool allows staff to search for job postings based on a keyword, 

employer, education, etc. Also, this tool allows staff to create a “Resume Alert” based 

on different criteria. 

 

1. To access the “Virtual Recruiter”, navigate towards the “Communications” tab in 

the left navigation panel, and click on the “Virtual Recruiter” option. 
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2. CalJOBS will then display the “Job Search Virtual Recruiter List” screen. If any 

previous alerts were created, they will appear here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. To create a new Job Alert or Virtual Recruiter, click on the “Create new Job Alert” 

button.  

 

 

 

 

 

 

 

 

 

 

Click on the “Create new 

Resume Alert” button to 

create a new resume alert. 

Click on the “Run” link to 

run the Virtual Recruiter. 

Check the boxes 

to select those 

“recruiters” that 

you would like to 

delete. 

Click on the “Create new Job Alert” 

button to create a new recruiter. 
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4. Then, navigate to your preferred tab and enter the criteria to perform the search. 

After you insert the search criteria, click on the “Search” button. 
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5. CalJOBS will then display all the job postings from the selected sources that 

match the search criteria. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the 

job title link to 

see more 

details about 

that job 

posting. 

Switch between 

summary or 

detailed view of 

the listing. 

Click on the “Save 

Search” button to save 

that search criteria in the 

virtual recruiter list. 

Check one or 

more boxes to 

select the job, 

then click 

Refer to refer 

them to 

participants, or 

Map to see the 

jobs on a map. 
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6. To refer a job to a potential candidate, select the check box next to the job, and 

click on the “Refer” link. In the next screen, specify the method in which you 

would like to search for candidates by clicking on the “Search Resumes” or 

“Search Candidates” button. 

 

 

 

 

 

 

 

 

 

 

 

7. The “Search Resumes” option will refer only those candidates with Resumes. 

With this option, you will need to enter a search criteria for the types of resumes 

you are looking for. Click on the “Search” button to search for resumes that fit the 

criteria. 
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8. Select the check box for the candidate’s resume for which you will refer the job 

to. Then, click on the “Refer” link located at the bottom of the table list. 

 

 

 

 

 

 

 

 

 

 

 

 

9. Make the appropriate selections in the next screen. Once finished, click on the 

“Save” button to complete the referral. 
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10. The “Search Candidates” option will allow you to search for candidates with OR 

without a resume. With this option, you will need to search for a specific 

individual by entering any information in the following screen. When finished, 

click on the “Search” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. Select the check box of the participant you wish to refer to the job and click on 

the “Refer” link. 
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12. Make the appropriate selections in the next screen. Once finished, click on the 

“Save” button to complete the Referral. 
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13. To create a “Resume Alert”, click on the “Create new Resume Alert” button and 

enter a search criteria in the next screen. Once finished, click on the “Search” 

button. 
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Select the check box for the candidate’s resume for which you will refer the job to. Then, 

click on the “Refer” link located at the bottom of the table list. 

 

 

 

 

 

 

 

 

 

 

 

 

Make the appropriate selections in the next screen. Once finished, click on the “Save” 

button. 
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Email Log Tool: 

 

The “Email Log” tool will simply show a list of email sent or received within the CalJOBS 

system. 

 

To access this tool, navigate towards the “Communications” tab in the left navigation 

panel, and click on the “Email Log” option. 

 

 

 

 

 

 

 

 


